














“Such a convenience to have 


Verifax Bantam Copiers 


$99. ach 


With a Verifax Copier right in your department, 
you'll save steps, save minutes every time 
copies are needed! 


As a secretary, you’d be the first to agree you can 
save all kinds of time by using an office copier instead 
of retyping so many things. 

But the biggest savings come when you have a 
Verifax Copier near your own desk. No longer will 
you have to take those “10-minute walks” to a distant 
copier—or wait your turn in line whenever you need 
copies! 

You’ll like the speed and convenience of being able 
to make copies of orders, letters, reports as fast as 
needed! And your boss will appreciate the white ac- 
curate copies you’ll give him. Makes communication, 
inside and out of the office, so much faster! Lets him 
answer half his mail without dictation or typing— 
use all the other Verifax short cuts. 

Why not show your boss this ad the next time he 
asks for copies! Price shown is manufacturer’s suggested price 

and ts subject to change without notice. 


[erifax Copying 


DOES MORE . . . COSTS LESS . . . MISSES NOTHING 
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one right here!" 





Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you’ll find room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute 
for 2%4¢ each. Makes copies on one or both sides of bond- 
type paper, card stock, your own printed office forms. Even 
makes an offset master in 1 minute, with low-cost adapter. 
Reproduces all types of writing, typing, duplicating with 
complete accuracy. Gives you copies that will last as long 
as typed records. 

Call your Verifax dealer for free demonstration. (See “Yellow 
Pages” under duplicating or photo-copying machines). 
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EASTMAN KODAK COMPANY pA 
Business Photo Methods Division 233-11 
343 State St., Rochester 4, N.Y. 


Gentlemen: Please send free booklet on Verifax copying 
and names of nearby dealers. 


Name 





Position 








Company. 
Street 
City. 


State 











e@eeeveeeeeeeeeeeeeeee eee 























this is the new IBM Electric 



































It's new—inside and out, with 28 engineering 
achievements that bring you typing at its finest! Your 
boss will admire its high-volume output. You'll love 
its styling and alive, eager response. This—is the 
most handsome. efficient typewriter made. 
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Best-loved secretary 
gets highest award 


it’s an all-new Edison Voicewriter, of course! 


No need to “panic” when your boss 
starts talking about machine dictation. 


Quite the contrary! He’s really telling 
you how important you are. And because 
you are his right hand, in a sense, he 
can’t afford to let you—any more than 
himself—be slowed down by an old- 
fashioned dictating method. He wants to 
free you from the time-consuming, labo- 
rious, sometimes nerve-wracking chore of 
taking shorthand notes and then tran- 
scribing them. He wants to give you extra 
time to take on more of the pleasant jun- 
ior executive tasks that can increase both 


A product of Thomas A. Edison Industries. McGraw-Edison Company, West Orange, N. J. In Canada: 32 Front Street W., Torento, Ontario 


your prestige and your income . . . while 
relieving him of some terrific burdens. 


And here’s another Voicewriter advan- 
tage:When you get in a workload jam, it’s 
easy to pass along the Voicewriter Dia- 
mond Disc to another secretary—without 
the problem of unfamiliar shorthand notes. 
Your boss’s voice comes through crisp and 
clear—transcribing for anyone is quick, 
easy and accurate! 

Of course, if you’ve already used dictat- 
ing equipment, you have some idea of 
what it can mean to a secretary-executive 
team. But the new Voicewriter surpasses 


anything you’ve seen or tried before. We 
think you’ll be surprised and pleased by 
its clear, yet softly modulated playback 
and by the controls which keep you in 
complete command at all times. 


One good tip: When the boss mentions 
machine dictation, be sure he tries the all- 
new Edison Voicewriter . . . the finest dic- 
tating instrument ever built! Ask him to 
let you call the Edison Business Con- 
sultant in your area for a Voicewriter try- 
out so you can both see real dictating 
equipment in action. For free literature, 
write Dept.SE-11 at the address below. 


Edison Voicewriter My 


EDISONE: 
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«©... Every Man a Debtor 


to His Profession a as 


Wi Have you noticed the signs strategically located 
along the city streets and highways which proclaim 
“SCHOOL’S OPEN’? Of course, these are erected for 
the prime purpose of cautioning motorists to drive 
carefully because of the children in the vicinity of 
the school buildings. 


NSA is also proclaiming “SCHOOL’S OPEN” 
through the study courses designed to meet the needs 
of the employed secretary. The prime purpose of 
providing these classes is to achieve the objective of 
elevating the standards of the secretarial profession. 
Throughout the Association, divisions and chapters, as 
well as individual members, are accepting their re- 
sponsibilities in a commendable manner and _ their 
efforts are bringing recognition from educators and 
management. 


The quality of a study program is not dependent 
upon the size or age of a unit, but upon enthusiastic 
members who are willing to do their share in elevating 
the standards of the secretarial profession. Some 
chapters are fortunate to have members with special 
talents for teaching and these members are indeed 
making a valuable contribution. 


It is realized that not all NSA members are qual- 
ified to prepare lessons and conduct classes for a 
definite study program, but every member is qualified 
to participate in some phase of the educational pro- 
gram. Those who admit they are unable to teach 
should promise themselves they will enroll in one of 
the classes immediately. They may be pleasantly sur- 
prised to realize how tremendously interesting it is 
to be going back to school. 


One of the most rewarding educational experiences 
to be gained is through participation in high school 
career days or in giving individual counsel to students 
who want to become secretaries. Each member should 
volunteer her services in order to develop a keener 
interest in the secretarial profession as a result of work- 
ing with these future secretaries. 


Our divisions and chapters are making other im- 
portant contributions to education through the scholar- 
ships awarded to encourage and assist those who want 
to continue their secretarial training. The value of 
these contributions is expressed in these words of 
Helen Keller: 


“There is no lovelier way to thank God for 
your sight, than by giving a helping hand to 
someone in the dark.” 
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Remington 
really 
takes 

the 

work 

off 

her 
hands... 
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qbein cent sreessatrne botiataiod ussteeetaenntuantenheteeaonnabusemeryst 


Sea . Ney RE EES pS 


Thanks to the exclusive “pressure printing” principle of the RemincTon NolsE.ess, the merest 
tap of finger tips against the keys assures both beautiful typing and quiet. The NotsELEss enables 
typists to turn out volumes of distinctive work with 85% less noise ... eliminates the clack and 


clatter so annoying to the typist and people nearby. 
Write for brochure RN8851 to Remington Rand, Room 2101, 315 Park Avenue South, New 
York 10, New York. 


REMINGTON NOI!ISELESS® 


TYPEWRITER 


MANUFACTURERS OF OVER 17,000,000 TYPEWRITERS 


Remington FRanel. vivision of Sperry Rand Corporation 





EFFICIENCY 


by Mrs. Mae MacMillan 


Northeast Representative 


@ Is there any one thing we can do to keep ourselves 
efficient? It seems we are all looking for a panacea; 
for a simple answer. There is no simple answer. 


Man by nature and instinct is not an efficient ani- 
mal. By nature we prefer to daydream. To compete 
with others, we must learn to use our time and efforts 
more and more efficiently. Efficiency does not come 
naturally. 


Neither is it a state of mechanical proficiency, 
consisting mainly of fast machines and automatic 
equipment. Many of us think of efficiency only as a 
state of high-speed automatic equipment. We forget 
that true efficiency is much more than having super- 
modern facilities. True efficiency is also a frame of 
mind. In fact, the proper frame of mind, the proper 
type and balance of thinking, is more important than 
all the machines ever built. 


All our thinking is either subjective or objective. 
Most people, most of the time, are subjective in their 
acts and their approach to what they are doing or to 
what they are going to do. We have to be subjective 
to carry on the routine of business, to meet the sched- 
ule every day. But, because it is necessary to be sub- 
jective most of the time, therein lies the crucial 
problem of balanced thinking and the fallacy of doing 
only subjective thinking. 


To be successful, we must develop and keep a 
balanced frame of mind; with the proper proportion 
of subjective thinking to objective thinking. Most 
of us fail or only partly succeed because gradually 
we lose our sense of objectivity. We come to accept 
things as they are as being all right, as being as 
efficient as they can be. Eventually we are pushed out 
of the way by more objective people who can and 
do see the faults and who are willing to correct them. 
When we are through improving—we are through! 


What is the proper balance of subjective to objective 
thinking? A good proportion would be 75% subjective; 
25% objective. Stop at least once every day for a 
few minutes and ask, just how efficient am I? How 
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International Education Committee 


can I do it better? If we can accomplish this balanced 
frame of mind, we will be amazed at what we can 
find wrong with what we are doing and with how 
much we can accomplish in improving what is wrong. 


The truth is—any intelligent person can find better 
ways of doing things. All of us have the capacity to 
think scientifically. 

The four marks of a scientific mind are: the sim- 
plicity to wonder; the questioning attitude; the power 
to generalize; the capacity to apply. Anyone can 
increase his capacity to advance. The average person 
fails to use his mind systematically. When we correct 
this defect we are no longer average. 

The following four basic questions, if regularly 
applied, will enable us to gain insight into our 
problems. 

Can it be eliminated? 


Can it be simplified? 
Can it be combined? 
Can the sequence be improved? 


The greatest value is obtained from these questions 
when they are asked of things that have existed for 
years. The new man is often a startling success 
because, in his ignorance, he is obliged to ask questions. 


Remember, nothing on earth is being done as well 
as it can be done. We should form the healthy attitude 
of balancing our frame of mind by the proper com- 
bination of subjective and objective thinking. Train 
ourselves to think that efficiency is more than machines 
or equipment; the key is frame of mind. Keep our 
thinking balanced. Never assume it is somebody else’s 
job to find more efficient ways of doing things. 

For those who doubt that they can make improve- 
ments, there is the story of the little bumble-bee. 
According to the laws of aerodynamics, the bumble 
bee absolutely cannot fly. His body is too heavy for 
his wing spread. But, the bumble bee doesn’t know 
this, he never heard of aerodynamics, so he just beats 
his wings a little faster and flies anyway. 
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NOW 


Roytype carbon sets 
are available with 


YOUR 


LETTERHEAD 


(or you can order 
them imprinted 
with the word 


“copy” 


a) 





Roytype’s handy carbon sets have gotten handsomer. 


Now you can order them imprinted with your 
own letterhead, with the word “copy,” or with a 
special design for a special occasion. 


Choice of colors, too. Standard rates for black or 
red, slight additional charge for others. 


Available in a variety of sizes to suit your needs, 


did you know... 


that Roytype makes over 1,000 different 
kinds of typewriter and tabulator ribbons? 
To be sure you’re using the right one for the 
kind of work you do, talk it over with the 
Roytype Representative who calls on you. 
He’s studied all office jobs thoroughly. His 
knowledge can be a big help to you. Use it! 


4 


“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 


hd 


Marginally ruled legal sets (in red) available, too. Call 
your nearby Roytype Representative for further 
details. 


ROYTYPE 


Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 


® carbon papers, ribbons, quality 
supplies for all business machines 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department P, Port Chester, New York 


2 Send me FREE sample of a Roytype Carbon Set. 


O Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


Your Name 











Street Address 


Zone. State. 


City. 














Savannah, Georgia Chapter 
Reprinted from Chatham Chatter 
bulletin of Savannah Chapter 


by Anna Groover 


The GREAT GIFT ° 


@ “When the first baby laughed for 
the first time, the laugh broke into a 
thousand pieces and they all went 
skipping about and that is the be- 
ginning of fairies.” 

Now, I don’t know how much 
truth there is in Peter Pan’s expla- 
nation of the result of a baby’s laugh, 
but I do know how beautiful and con- 
tagious the gift of laughter can be. 

There are many degrees of laugh- 
ter: the smile that welcomes a friend; 
a child’s delight in a sudden pleasure 
given, or just for no good reason at 
all; the hearty laugh at a good joke; 
or just the half-smile shared with 
someone at some secret amusement. 
Somebody wrote that man is distin- 
guished from all other creatures for 
the faculty of laughter. 

Think of the people you know— 
how much more you would rather be 
with those who enjoy life, who can 
always find something to smile about, 
who don’t go around with a long face, 
complaining about every little and 
big thing that comes their way. 

Belloc expressed it well when he 
wrote, “There’s nothing worth the 
wear of winning, but laughter and the 
love of friends. And Oscar Wilde 
said, “Laughter is not at all a bad 
beginning for a friendship, and it’s 
far the best ending for it.” 

Several years ago a group of us 
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went on a trip out west. We were to 
join our tour at LaSalle Station in 
Chicago. As we were standing around 
waiting we noticed a girl apparently 
by herself and smiled at her. She 
was from New York and traveling 
alone. She came over and joined our 
group and stayed with us all through 
the trip. 

Later, when we approached Chi- 
cago on the return leg of the tour, 
she said to us, “You know, I came on 
this trip alone and had no idea of 
what the other people would be like, 
but I wanted to make the trip. When 
I saw you five, I knew you were the 
ones I wanted to be with because you 
were laughing together and enjoying 
each other.” 

An Archbishop of Dublin once said 
that happiness is no laughing matter. 
It seems to me that it is. Laughter 
brings happiness, and it spreads 
happiness. It may be possible to be 
happy without laughter, but how 
much easier with it! My mother is 
not a humorist. She can’t tell a joke 
without either forgetting half of it 
or missing the point completely—but 
she was born with the gift of laugh- 
ter. No matter what happens, she can 
always find something to smile and 
laugh about. How many times her 
sisters and nieces have written to 
say, “Gus, come pay us a visit and 
let’s laugh.” 








of LAUGHTER 


The gift of not taking yourself too 
seriously, of finding the ridiculous in 
your own actions as well as in those 
of others, of looking for the pleasant 
and amusing —this is a wonderful 
gift. In the recent “Emmy Awards” 
on TV, Bob Hope was presented with 
the Special Trustees’ Award given 
for outstanding performance. Part of 
the citation read “for bringing to the 
people the great gift of laughter.” 

Laughter can bring not only hap- 
piness, but it can ease pain and sor- 
row. It can help when hardship 
comes. Robert Browning wrote many 
truths in his beautiful poems, among 
them this: 

“To dry one’s eyes and laugh at 

a fall, 
And, baffled, get up and begin 
again.” 

Haven’t you seen children do this 
very thing: down they go when try- 
ing to learn to skate or ride a bicycle, 
but up they get and try again. 

In her recent book, “Dance to the 
Piper,” Agnes deMille, the famous 
dancer and choreographer, wrote of 
her pleasure when she saw Pavlova 
dance. I love her description of her 
delight: “She made our lives less 
daily.” 

The gift of laughter in all its 
nuances can make our lives less daily. 
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The fun of new experiences comes faster on Pan Am wings. 


Look what Jet Clippers can do for your dreams 


Faraway places have never before been so near—now 
that Pan Am’s Jet Clippers* are here. And you'll enjoy 
travel all the more if you go as a member of the 
New Horizons Club, created by Pan Am especially 
for businesswomen. 

As a member, your Travel Agent or Pan Am will 
arrange low-cost tours abroad. And when you visit 
foreign shores, Pan Am offices will help you with dis- 
counts on perfume, silks and local specialties, with 
admissions to selected clubs, and best available seats 
to theater and opera. Best of all, the New Horizons 
Club is a wonderful way to meet new traveling 
companions. 

Join now and ask your Travel Agent or Pan Am 
about the exciting 22-day Jet tour, planned especially 


PAN AMERCCAN 


WORLD’S MOST EXPERIENCED AIRLINE 


for Club members next Spring. You visit London, 
Nice, Rome, Sorrento, Venice and Paris. 


*Trade-Marks, Reg. U. S. Pat. Off. 


New Horizons Club, Pan American World Airways, 
Dept. 9, P. O. Box 2255, New York 17, N. Y. 


im Please send me FREE Pan Am’s World-Wide Holi- 
day Tour Guide and colorful brochure on Jet 
Clippers. 

i Enclosed is $2 for membership in New Horizons 
Club. I will receive (in addition to free folders above): 


| | 
| | 
| | 
| | 
| | 
| | 
| | 
| * New Horizons Club membership card and pin. | 
* Copy of New Horizons* World Guide—576 pages— 
I world’s best-selling travel guide. I 
| * Information about the special New Horizons Club tour | 
| to Europe mentioned above. | 
l i 
| | 
| | 
l I 
| | 
| ! 


Name 





Address 





City State 
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@ Prior to 1959 the Secretarial Skills 
section of the CPS examination was 
divided into two parts: a performance 
test; and a short-answer knowledge 
test. The performance test has been 
composed of typical items from a 
secretary’s job such as a telegram, 
press release, minutes of a meeting, 
a rough draft, a memo, a _ report 
with or without tables, and formal 
tables. About half the items are 
usually dictated items, and the others 
are rough draft, composition, or typ- 
ing from unarranged data. These 
items include decisions regarding 
punctuation, spelling, use of num- 
bers, and capitalization. To provide 
more realistic situations in which 
these decisions could be made, the 
points formerly covered by the objec- 


Instructions to Candidate 





by George A. Wagoner 


Dean of the Institute for Certifying Secretaries 


tive part of the examination were 
incorporated in the performance 
items of the 1959 examination. Item 
6 contained most of these points and 
required considerable editing before 
it could be typed. 


In 1959 the Secretarial Skills sec- 
tion consisted of (1) short report to 
be typed from rough draft (2) 260- 
word letter dictated at 70 wam, (3) 
260-word letter dictated at 80 wam, 
(4) 150-word report dictated at 80 
wam (5) memo to be composed, (6) 
uncorrected draft of a report, (7) 
office-style dictation at speeds from 
55 wam to 110 wam for seven min- 
utes, (8) two formal tables. 


The setting and working relation- 
ship in the office is established by a 
brief description of the employer’s 


Certified Professional Secretary 


activities. Warm-up dictation is given 
before the regular dictation for the 
candidates to become accustomed to 
the voice of the dictator and under- 
stand how corrections are to be indi- 
cated by him. 


Letterheads, envelopes, and any 
special forms are provided with the 
examination booklet. The candidate 
brings her own shorthand notebook, 
pen and/or pencil, eraser, plain 
stationery, carbon paper, and second 
sheets. No dictionary or other  ref- 
erence book may be used during the 
examination. The candidate may 
furnish her own typewriter or is pro- 
vided the typewriter of her choice. 

Spelling: Certain words are in- 
cluded in the dictation items and in 
the editing item to check the secre- 





tions. 


spondence. 





Hotel, Kansas City, Kansas. 


DIRECTIONS: Part V consists of dictation, transcription, composition, and the typing of 
tables and a report from rough draft which includes misspelled words and errors in grammar. 


You should try to produce as much usable copy as possible. Apportion your time thoughtfully 
so that you give an adequate amount of time to each item. 


Assume that you are secretary to Mr. Karl M. Martin, Convention Manager of the Wolverton 
An associated property of the Wolverton is the Hotel Hamilton. 


Most of your time will be spent in taking dictation, transcribing, and typing reports concerning 
convention arrangements. You will also be required to type tables and reports prepared by 
other members of the hotel staff. You will be required to compose some of the communica- 


All names, addresses, and names of organizations are fictitious. Mr. Martin's letters are 
to be set up in any approved letter style. The signature of each letter is to include his name 
and title. You are to decide on all matters of form. Use the current date for all corre- 


In scoring this part of the examination, points will be deducted for each error you make—the 
amount of deduction depending on the seriousness of the error. Items should be completed 
in the order in which they are listed on page 2. A penalty will be made for the omission of 
any item. Hand in partially completed items. 


It is important that you punctuate and spell correctly. 
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tary’s knowledge of spelling. The 
penalty for missing any one word. is 
light, but the accumulated penalties 
could be heavy if the candidate was 
particularly weak in spelling. 

Dictated Items 2 and 3 are illus- 
trated and include the following 
words for a check on spelling: accom- 
modations, affiliated, complimentary, 
desirous, its, personnel, prerequisite, 
simultaneously, site, tentatively. Item 
7, not reproducted here, included 
these words: adjacent, calculations, 
conscientious, corridors, customarily, 
expediency, genius, illegible, inter- 
preting, mezzanine, proportionately, 
proximity, statistical, subsidiary. 

The Key to Item 6 shows the words 
checked in the editing item. Alterna- 
tive spellings given in Webster’s dic- 
tionary were accepted, and the Ca- 
nadian candidates were checked on 
Canadian spelling of certain words. 

Punctuation: Each dictated item 
and the editing item contained fre- 
quent decisions regarding punctua- 
tion. Among others, the punctuation 
in the two dictated letters included 
the use of comma for a subordinate 
clause within a sentence, a nonessen- 
tial “who” clause, a parenthetical 
expression, an appositive, an intro- 
ductory subordinate clause, a com- 
pound sentence, and a direct address. 

The semicolon was used in illu- 
stration, series with commas within 
the items, and compound sentence 
with other commas. _ 

Other points of punctuation were 
quotation mark, question mark in- 
side quotation, hyphen for a com- 
pound adjective, and a hyphen for 
a possessive. 

Scoring: In scoring this section, 
errors were classified into three 
groups—heavy, medium, and slight 
penalties. Each item was assigned 
a given number of points according 
to its length and difficulty. Penalties 
were deducted from the maximum 
points for each item. Partially com- 
pleted items were scored on a pro- 
rata basis. The total score on all 
items attempted was the score for 
the section. Few candidates were 
expected to complete all eight items. 
Some who completed all eight items 
had excessive penalties which pre- 
vented their passing the section. 
(Continued on Page 27) 
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ACCO MAKES FILES 4 


No more frantic searching for papers he took out 
of the file! Acco-bound papers stay put in boss- 
proof, spillproof folders. Saves re-filing...and 
worry. Finding’s faster, files neater. Firm, durable 
folders stand straight, save drawer space. Speedy 
transfers—old file slides out, new fastener slides in. 


ACCOBIND 


GENUINE PRESSBOARD FOLDERS 


ASK FOR ACCO’s new booklet 
“IdeasThat Save Time and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


@® to. tm, 








HOLIDAY in EUROPE for SECRETARIES 
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Can you imagine yourself in fascinating Paris, visit- 
ing the Eiffel Tower, riding down the Champs Elysees, 
walking along the Left Bank of the Seine, seeing the 
Louvre and Notre Dame Cathedral, to say nothing of 
the fabulous shops, delicious food and weaving taxi- 
cabs. C’EST LA VIE! 


Think of seeing the spectacular white-capped Alps 
and the many quaint towns in Switzerland, such as 
Bern with its covered walkways and wonderfully in- 
teresting clock; placid Lucerne and the awe-inspiring 
trip to Mt. Pilatus by cable car; beautiful Interlaken 
at the foot of the Jungfrau; Geneva and the beautiful 
Peace Palace overlooking Lake Geneva; windows in 
all the shops “jumping and jiveing” with all sorts of 
intricate and moving music boxes, clocks and watches. 
The cleanest hotels and some of the best food in the 
world—all of this is Switzerland. 


Would you like to see the changing of the Guard at 
Buckingham Palace? No. 10 Downing Street and 
Westminster Abbey? Tower of Le \ with its crown 
jewel collection? To say nothing of the fine shops with 
their beautiful silver, fine cashmere sweaters and 
English china you just KNOW will arrive home safely 
—and it will. 


Can you believe that YOU will be walking down 
Via Veneto in Rome? Or seeing St. Peter’s, the many 
beautiful statues, the impressive Colosseum, the cata- 
combs? Perhaps even a visit with the Pope at beau- 
tiful Castle Gandolfo? Can you see yourself casting 
three coins in the Trevi Fountain? How about eating 
some of the pastas, such as ravioli, pizza, cannelloni— 
molto delizioso but, oh, how fascinating. 

Save your money and start daydreaming now of 
days such as outlined by the following samples from 
proposed itinerary: 

Tuesday, July 26—Rome, the Eternal City. Sight- 
seeing tour of the capital of the Roman Empire 
and of modern Italy with its extraordinary treas- 
ury of art and history; Borghese and Pincian gar- 
dens, St. Angelo’s Castle on the Tiber River, 


(Continued on Page 13) 
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HOLIDAY IN EUROPE 
(Continued from Page 12) 


St. Peter’s Basilica and the Vatican, the Capitole, 
the Roman Forum and Aventine Hill, the Colos- 
seum any many other outstanding historic build- 
ings and sites. 


In the evening, a city sightseeing tour with visit 
of three typical Roman entertainment places of 
which the last is a fashionable night club with 
floor show, music, wine and dancing. 


Tuesday, August 9—Today there will be an excur- 
sion to the summit of Rigi. This is one of the most 
famous trips in Switzerland, combining lake and 
mountain beauty. After lunch we will continue to 
Interlaken, a distance of approximately 80 miles. 
There will be ample time in the afternoon to stroll 
through this beautiful city, stopping occasionally 
to view the magnificent beauty of the Jung-Frau- 
Joch in the distance. 


All of these things—plus many other never-to-be- 
forgotten sights and places—will be wrapped up in one 
big package labelled “HOLIDAY IN EUROPE FOR 
SECRETARIES” — more specificially, members of 
NSA. 

Plans are now being made by the Trustees of NSA 
Home Trust Fund to sponsor a two-week and a three- 
week tour following the International Convention in 
Pittsburgh 1960. These will be outstanding tours, with 
many special attractions offered. 


Full details will be in the next issue of THE SEC- 
RETARY. We just want everyone to know and to 
start dreaming, planning and saving for this “once in 
a life-time” trip. 


—BOARD OF TRUSTEES 
NATIONAL SECRETARIES ASSOCIATION 
HOME TRUST FUND 
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The way to tour is Air 
France! Many exciting 
fall tours are now avail- 
able. Air France’s famous 
Jet Pack’ vacations to 
France and Europe fea- 
ture independent travel 
where you build your own 
itinerary and costs as little 
as $8.00 a day for meals, 
hotels, sightseeing (exclu- 
sive of air fare). 

















No lower economy fares. 
You can even Fly Now, 
Pay Later. While in Eu- 
rope you can travel by Air 
France’s sleek Caravelle 






TO FRANCE AND 
EUROPE 
















$ 0 0 Jet, enjoy superb French 
cuisine and “guest of 
FROM DAILY honor” service. So tour 





Air France —the world’s 
largest airline 
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double writing mileage. 
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GENERAL 

Are You Listening? Nichols and 
Stevens, McGraw-Hill Book Com- 
pany. 

This text is devoted to a new science 
—the science of listening. At the 
close of the text, the chapter “Listen- 
ing at School” contains 44 sugges- 
tions to improve listening ability. 
Many of these suggestions would be 
helpful to the individual. 

The text also warns the listener 
against the distraction of note-taking 
and points out seven techniques used 
by persuasive talkers to demand the 
attention of their listeners—name- 
calling, glittering personalities, trans- 
fers, testimonials, plain folks, card 
stacking, and band wagon. 

The text is interesting and shows 
that much could be gained through 
the development of better listening 
habits both in our personal lives and 
on the job. The book should be help- 
ful in studying some problems of hu- 
man relations (Section I of CPS 
examination) . 

Reviewed by 
Dorathea Plambeck, CPS 
Des Moines, Iowa 
SECTION V 
SECRETARIAL SKILLS 

Modern Business English. Bab- 
enroth and Parkhurst, Prentice-Hall, 
Inc. 

This book is designed to provide 
fundamental knowledge of the prin- 
ciples of effective communication, at 
the advanced college level. 

Part I gives the basic principles 
governing attitude and presentation 
of material in the various kinds of 
business writing. It points up the 
value of vocabulary enlargement and 
precise word choice, pre-planning the 
composition, and mechanical tech- 
niques helpful in achieving good 
writing. 

The text gives the procedure for 
planning and writing the letter; 
stressing importance of unity and 





(Recommended by the CPS Service Committee) 


coherence; and techniques to achieve 
emphasis. One chapter covers the 
layout of the letter, its forms, essen- 
tial parts, special notations, station- 
ery, and the envelope. 

Part II deals with specific kinds of 
letters and the business report. The 
report section deals with informal 
and formal business reports, collect- 
ing material, analyzing, organizing 
and outlining, layout of the report, its 
basic parts, and its language. 

Part III is the Reference Section 
with practice exercises. This includes 
a grammar review of parts of speech 
and their proper use; a review of 
punctuation, word division at the end 
of the line, capitalization, and num- 
bers; hackneyed words and phrases; 
words and phrases commonly mis- 
used because of similarity with other 
words in spelling or meaning; a good, 
detailed outline of special address 
forms and _ salutations; telephone 
communications and the telegram— 
how to use the service and how to 
write telegrams effectively. 

Part IV, Questions and Problems, 
contains excellent, thought-provoking 
questions for self study or group dis- 
cussion; examples of poor writing, 
and problems in composition of the 
various kinds of letters from certain 
information given (similar to the 
composition material included in the 
CPS examination) . 

The layout of the book is excellent. 
Examples are many and well chosen. 
The index is fairly adequate, since 
the table of contents is detailed and 
the book is not designed basically as 
a quick reference book, but rather as 
a text. The practice material is ex- 
tensive and well prepared. 

Human relations (selling oneself, 
basic drives, the “you” attitude) are 
interwoven with the more mechanical 
aspects of written communication. 

The book is authoritative and prac- 
tical for use in preparing for the CPS 
examination, as well as for reading 
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and rereading by the working secre- 

tary for continual improvement of 
her business writing. 

Reviewed by 

Virginia Robertson, CPS 

San Marino, California 

Complete Secretary’s Handbook. 
Doris and Miller, Prentice-Hall, Inc. 

This book contains information for 
both the beginner and the experi- 
enced secretary. It is divided into 
eight parts. 

Part 1 has nine subheadings cover- 
ing usual secretarial duties, each in 
a separate chapter. Every chapter 
has a very complete description of all 
phases of the subject; ie., using the 
telephone not only covers correct 
telephone procedures, long distance 
calls, messenger calls, conference 
calls and ship-to-shore calls as well 
as information on some of the new 
telephone convenience features. The 
postal and express service chapter is 
especially complete, showing all 
classes of mail; usual methods of 
mailing various types of items; and 
international mail. The special typ- 
ing problems chapter gives instruc- 
tions on rough draft, how to plan and 
type tables, and how to set up mate- 
rial in tabular form. 

Part 2 includes mechanics of busi- 
ness letters, some concrete aids in 
letter writing, letters that the secre- 
tary writes, and personal letters in 
business. Specific instructions are 
given for all parts of the letter, in- 
cluding several pages of tables on 
how to address various people. 

Part 3 covers vocabulary and gram- 
mar, spelling and division of words, 
punctuation, capitalization, and ab- 
breviations. Expression of numbers 
is covered only sketchily in various 
chapters of the book. 

Part 4 discusses social amenities 
usually left to the secretary, the em- 
ployer’s personal funds (with in- 
structions on how to keep simple 
records), the employer’s personal 
insurance (giving a description of the 
main types of policies and several 
methods for remembering important 
dates), and the employer‘s personal 
taxes (with basic information on the 
different taxes to be paid and sug- 
gested records for keeping account of 
deductible items) . 

Part 5 covers basic facts about 
stocks and bonds, following financial 
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affairs, and keeping records of secur- 
ity transactions. 

Part 6 covers advanced secretarial 
techniques. Comprehensive descrip- 
tions are given on preparing legal 
papers and business reports, making 
charts, acting as a corporate secre- 
tary with several pages of specimen 
forms, handling material for printing, 
selecting and training assistants, and 
arranging conventions and dinners. 

Part 7 discusses office decor and 
the secretary’s character traits, atti- 
tudes and appearance. 

Part 8 lists basic time-saving 
sources and information sources of a 
specialized nature. This book also has 
a subject index for quick reference. 

The style of writing in this text is 
easy to understand and the more ad- 
vanced procedures appear less form- 
idable. Most of the items in the 
study outline for Section V are cov- 
ered. This is a good reference book 
for any secretary to have at her desk. 

Reviewed by Ester Hakala, CPS 
Portland, Oregon 


750 Pacific Street, Brooklyn 38, N. Y. 


A completely new, all- 
quality carbon paper for 
The 


crowning achievement of 


all-purpose use. 


42 years of leadership. 


A free sample is yours for 
the asking. See your Old 
Town dealer or write us. 


OLD TOWN 
CORPORATION 


Est 








Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 
[-—-— MAIL COUPON TODAY-——4 


RITE-LINE CORP. S-1 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 








| Name 


| Address 














“IT am an Italian writer and journalist, secretary in 
this great Italian chemical firm (Montecatini Societa 
Generale, Milano, Italy). 


Next month I shall be in New York in order to write 
a series of articles about secretary jobs especially for 
women in the U.S. A. 


On this occasion I shall come to visit you and show 
you the little book I have written about the work of 
Italian secretaries (published by ‘L’Ufficio Moderno— 
Milan’). 


I hope to have all your collaboration for my re- 
portage. 


Thanking you, sincerely yours.” 


This was our introduction to Mrs. Jolanda Colombini 
Monti who wrote the above letter to Barbara Pradal 
Price, Publicity-Public Relations Director of The 
National Secretaries Association (International) in 
New York City. Barbara immediately contacted 
Bertha Stronach, president of the New York City 
Chapter, and Mildred Weitkamp, president of the 
Gotham Chapter, New York City, to advise them they 
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ral VISITO 


The dinner for Mrs. Monti at the Gate of Cleve Restaurant was attended by, 
left to right: Ellen Timmons, CPS, vice president, New York City Chapter; 
Ruth Parkhurst, Gotham Chapter; June Sprague, CPS, vice president, New 
York State Division; Enid Baird, Bertha Stronach, president, Audrey Rhein- 
strom, Inter-City Council Coordinator, New York City Chapter; Isabel Bavusi, 
treasurer, Gotham Chapter; Mrs. Monti; her friend, lola Tagliacozzo, Chemore 
Corporation, and Mildred Weitkamp, president, Gotham Chapter (not shown). 











FROM . 


by Mildred Weitkamp, Presi 


Gotham Chapt 


and some of their chapter members should be prepared 
to meet and be interviewed by an Italian secretary who 
would be visiting the United States in a few weeks. 


Mrs. Monti arrived at the New Yorker Hotel, and 
it was arranged that several NSA members meet her 
there one evening during the week. With her were two 
representatives from the American affiliate of her firm, 
Chemore Corporation, who acted as interpreters when 
necessary. 


We learned Mrs. Monti is the author of a small book 
for Italian secretaries, “The Smart Secretary.” She 
includes in this concise manual the knowledge she has 
acquired through thirty years of experience. It is the 
first and only manual of its kind in Italy, written by an 
executive secretary for other secretaries at the begin- 
ning of their career. Filled with valuable suggestions, 
it is the voice of experience. 


It was requested by Mrs. Monti that we fill in the 
questionnaire she distributed and return it to her as 
soon as possible. Our answers would enable her to 
write an article for a Milano newspaper concerning the 
American secretary. She also asked each one to en- 
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The highlight of the evening was the playing of a medley oj 
Italian songs for our honored guest. Shown below are, left to 
right: Mrs. Monti; lola Tagliacozzo, Chemore Corp., and 
Mildred Weitkamp, president, Gotham Chapter. 










At the New Yorker Hotel, Mrs. Monti (left) and 
Barbara Pradal Price, Publicity - Public Relations 
director of NSA, discuss the questionnaire to be 
answered by members of the New York City Chapter 
and the Gotham Chapter. 










ITALY 


Weitkamp, President 
Gotham Chapter, New York City, New York 





Italy is veal cutlet so, of course, she ordered veal cutlet 


d close, if possible, an individual picture of herself, taken 
in her place of employment, to accompany the article. here. Bertha and Mildred both had their cameras 
The questionnaire was entitled, “The Woman Secre- along and took several pictures as mementos of the 
d tary in the United States,” and contained inquiries on occasion. The highlight of the evening took place 
_ salaries, vacations, working facilities, and fringe when the accordionist and violinist stopped at our 
‘ benefits. table to request our favorite song. When told our guest 
1, It took considerable time and study to answer her —_ im Italy, they burst forth ina medley of Italian 
n questions, but we did our best and returned the forms songs in her honor. Mrs. Monti was thrilled and deeply 
j and pictures to her before she left New York City touched. 
q at the end of a week for a brief tour of other cities. Before departing, she promised to send us copies of 
a ’ After our somewhat lengthy interview, we invited her article when it is published; and we are eagerly 
“ Mrs. Monti and her two friends to dinner. Not being looking forward to receiving it. We are grateful to have 
accustomed to the American way, Mrs. Monti was had the opportunity of broadening the horizons of 
m hesitant to accept at first; but, when convinced this NSA in this delightful fashion. We feel certain Mrs. 
‘ was a friendly custom in America, she and one of her Monti was greatly impressed with the high standards 
friends accepted our invitation. of NSA and will go back to Italy extoling the many 
S, = 3 
We dined superbly at the Gate of Cleve Restaurant educational ome personal benattts to be derived from 
in the Sheraton-McAlpin Hotel, a unique Dutch- membership in an organization such as ours. She is a 
“ German style restaurant gayly decorated in mosaic charming person, one we would like to have as a 
- tiles with waitresses and musicians dressed in quaint member of NSA, and we spent a very enjoyable eve- 
a Dutch costumes to serve our pleasure. Even the menu ning with her. Some day, perhaps, one of us may have 
e was foreign to us and we had to rely on the English an opportunity to visit with her in Italy, which should 


translations. One of Mrs. Monti’s favorite dishes in 
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CHRISTMAS— 





What Are We Celebrating? 


by Irene Murray, CPS 
Capital Chapter, Washington, D.C. 


Wi Betty Smith leaned wearily back 
in her chair, dropped her pen on the 
desk and lit a cigarette with tense 
fingers. I’ll be glad when Christmas 
is over, she thought. This is getting 
me down. She looked ruefully at the 
stack of unaddressed envelopes. And 
I still have the gift list . .. my own 
gifts to buy and wrap .. . cards to 
address. I’ll never make it. Next year 
I’m going to start in July, she prom- 
ised herself. 

She picked up her pen again. But 
I say that every year, she reflected. 

Many of us find ourselves tense 
and exhausted two or three weeks be- 
fore Christmas and it simply passes 
us by in a blur of activity. Over- 
commercialization has caused Christ- 
mas to lose its true meaning to us. 


A friend of mine overheard two 
women discussing a manger scene in 
a department store. The one said to 
the other disgustedly. “‘Can you beat 
that? The churches are trying to take 
over Christmas!” This is a sad com- 
mentary on the ignorance of some of 
the citizens of. a Christian nation 
concerning one of the two great days 
in the church year. 


The fourth Sunday before Christ- 
mas begins Advent and has been 
designated by the church as a time 
of spiritual preparation for believers 
to receive Christ into their lives. 

All of you know the simple story 
of the Nativity. Mary and Joseph 
traveled to Bethlehem to be regis- 
tered, since they were of the lineage 
of David. They could find no room 
at the Inn and were offered the pro- 
tection of a stable warmed only by 
the breaths of the animals. There 
Mary’s first son, Jesus, was born. 


Now this would have been no more 
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than an intriguing story except that 
Jesus developed into a Great Teacher. 
Eventually he died because of his 
teachings. It was his death, his 
resurrection, and his ascension which 
confirmed the miracle of his birth. 
He was revealed as God clothed in 
human flesh. 

The coming of the Messiah had 
been prophesied many years before. 
Early Christians believed Jesus 
Christ to be the fulfillment of that 
prophesy. Advent became a season of 
hope. It was an annual rebirth of 
hope to remind us God is with us. A 
yearly time of thankfulness for the 
Gift of Love—God’s Own Son. 


While a practical expression of our 
hope may be shown by the cards we 
send, the gifts we give, wouldn’t we 
be able to better share our joy in the 
holy season if we prepared ourselves 
spiritually to celebrate the coming of 
God as man? 

We leaf through magazines for the 
best recipes of the season to use for 
that all-important Christmas dinner 
for our families and friends. We are 
jostled by crowds and walk our feet 
sore and swollen to find the gift that 
will bring the glow of happiness to a 
loved one’s eyes. We spend time and 
money decorating our homes to ex- 
press the joy of the holiday season. 

But all this doesn’t leave us time 
to stop and think, What are we really 
celebrating, anyway? 

Well, what are we? 

The Romans celebrated Saturnalia 
with green bough, flowers, and gifts 
of candles and cakes. It was a week- 
long holiday in honor of their God, 
Saturn. The Druids used mistletoe 
for sacred decorations. The Saxons 
used holly and ivy for their religious 


celebrations. The Scandinavians built 
bonfires on high hills during the win- 
ter solstice to help revive the failing 
sun. The early church did not take 
all this away from the people, but 
attempted to re-direct their signifi- 
cance to the birth of Jesus. 

The small child is taken to visit 
Santa Claus and ask for his heart’s 
desire. Then he is told we must be 
good so Santa can slide down the 
chimney Christmas Eve and leave his 
train under the gaily decorated tree. 

Remember the story of the mother 
in Boston who told about this little 
repartee between herself and her 
small son on the well-known night 
before Christmas. Becoming aware of 
an unusual silence in his room, she 
called out apprehensively, “Peter, 
what are you doing?” 

“Nothing,” came the disgusted re- 
ply. “With you and God and Santa 
Claus all watching, what can I do?” 

To some people no Christmas is 
complete without seeing or reading 
Dickens’ A Christmas Carol. In this 
way they purge some of the self- 
centered Scroogeism out of their own 
lives and become more like the Bob 
Cratchits who live for others. 

But we shouid take advantage of 
this time of the year to read slowly 
and comprehendingly the story of the 
birth of Jesus in one of the synoptic 
gospels. Better yet, read one of the 
gospels in its entirety. We should 
listen to Christmas carols, attend our 
own church, join in the Advent sea- 
son activities. 

As the true meaning of Christmas 
thrills our souls and creates great 
joy in our hearts, we will have to 
share the blessings of the season with 
those around us. 
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Precautions for Women 


(Reprinted by permission from The Kansas City Star) 


fi If you’re a woman who is alone in 
her home at night, or must be out on 
errands after dark, there are certain 
precautions you should take. 

That is the viewpoint of police offi- 
cials, faced with growing alarm 
among women of the area because of 
assaults by home intruders. 

Lt. Col. William M. Canaday, chief 
of operations for the Kansas City 
police department, explained there 
are common sense rules to guide 
women which will deter the criminal 
altogether or drive him away. 

“One of the most important points 
to remember in aiding the detection 
and suppression of crime,” Canaday 
said, “is to be alert to any suspicious 
individual or incidents, and to tele- 
phone the police department imme- 
diately, relaying this information in 
detail to the dispatcher. 

“Women should have at hand at 
all times the police department tele- 
phone number. If they don’t they 
should dial the operator and state, ‘I 
want the police—an emergency.’ 
They should quickly and distinctly 
state the location where the police 
are needed; what has happened; a 
description of the persons involved, 
and a description of the vehicle used 
and its license number.” 

In preparing a list of safety hints, 
Canaday pointed out that most are 
simply common sense, but he said 
others may not have occurred to 
women. His suggestions for women 
who must be on the street. 

© Avoid being on the street late at 
night unescorted and stay off dark or 
poorly lighted streets. 

® Upon observing anything of a 
suspicious nature, go immediately to 
the nearest residence or business 
place. 

® Carefully observe any suspicious 
vehicle for identification purposes; 
always obtain the license number and 
state of issue and, if possible, the 
color and model of a vehicle. 

® When out late at night, utilize 
the services of taxicabs. Stand in 
lighted areas while waiting for trans- 
portation. 

®@ Walk on the opposite side of the 
street where there are vacant build- 
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ings and excavations. Avoid passing 
areas that would provide hiding 
places, such as alley-ways, fences, 
hedges, and small passageways. 

® Upon being accosted, attract at- 
tention by screaming; also bite, 
scratch and claw the assailant, so 
there will be identifying marks. 

@If you must use the streets at 
night, it might be advisable to carry 
a small whistle. 

® Do not carry arms, but a large 
hat pin can prove an effective wea- 
pon. It can inflict injuries and be- 
cause of its size it is difficult for an 
assailant to wrest it from a victim. 

© A pocket-size siren, which can be 
heard a distance of many blocks, is 
now on the market. The cost is ap- 
proximately $5. 

© If you are driving, park your car 
in a lighted area and lock it. Always 
glance into the back seat before you 
get in. Drive with all doors locked as 
you'll have to stop at intersections. 

Canaday’s suggestions for women 
alone at home at night: 

® Equip all doors with modern 
locks. Cylinder locks with the dead- 
lock feature are highly recommended. 
Avoid locks of the bit-key type and 
also the kind that can be easily 
opened by inserting a knife blade or 
thin strip of celluloid. Use chains or 
bar guards on the inside of all out- 
side doors. 

® Check over your lighting, both 
inside and outside the home. Leave 
at least one light on even when you 
are home, but not always the same 
one. 

e Arrange some form of an emer- 
gency signal with your next door 
neighbor. This can be done by flip- 
ping a designated light switch or with 
the telephone. 

® Never admit strangers. Always 
keep the outside screen or storm door 
fastened and keep all blinds down. 

@ Where possible, avoid routine 
departure and arrival hours. If an 
entry has been made while you were 
away, do not enter the house alone. 

® Do not leave notes on the door 
or in the mail box indicating the 
time of return. 
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GRASER S7IK 


The original grey eraser point 
— always best for erasing. 








If you look untidy you are 
telling your Boss that you 
don't care what he thinks 
of your appearance. It's 
the same with letters. 
SLOPPY STRIKEOVERS 
are as out-of-date as 
Model T’s. Get rid of 
bulky erasers for good. 
Pick up that white- 
polished pencil-shaped 
beauty—A.W.FABER 
ERASERSTIK. It gives you 
the point you need to 
erase a letter without 
smearing the whole 
word. With ERASERSTIK 
you erase without a trace. 
Do what most better-paid 
executive Secretaries 

do. Use ERASERSTIK. 

Got some? 
Then get some. 


GRASERSZIK. 


A.W.FABER-CASTELL Pencil Co., Inc. 


Newark 3, N. J. 
Which point do you prefer? ? 
Slender, Medium or Blunt....The choice 
is yours. EraserStik 7099 and 7099B can 


be easily pointed with a mechanical or 
hand sharpener to suit your taste. 


Cpemmeenrrecne 








AW.FaBer SRASERSTIK CAL SERVICED U.S.A. 7099 ° 
AW.FABER GRASER‘ TIK CALL SERVICED U.S.A, 































(ABOVE) San Juan, Puerto Rico, 
Chapter, the first chapter to be in- 
stalled outside the _ continental 
United States, celebrated its sixth 
anniversary on June 12 with a for- 
mal dinner at The Condado Beach 
Hotel. Shown beside the cake bear- 
ing the NSA crest are Miss Violeta 
Maldonado, immediate past presi- 
dent, Mrs. Jennie Rojas, incoming 
president, and Mrs. Rosa Cook 
who organized the chapter and 
served as its first president. 






















within 


(RIGHT) It seems like a miracle, but it 
happened in Skyway Chapter, Hammond, 
Indiana. It is believed that this is the 
first time two committees, working en- 
tirely independently of each other, have 
selected a boss and his secretary as 
“Boss-of-the-Year” and “Secretary-of-the- 
Year.” Mr. Dryck Dickey and Mrs. Dina 
Shaw of the Gary Works Sheet and Tin 
Mill, U.S. Steel Corporation, received 
these awards from the Skyway Chapter, 
Hammond, Indiana. 

This is such an unusual occurrence, that 
the Chicago Tribune covered the story in 
its paper. 










(LEFT) Mrs. Dorothea Carotta, CPS, Milwaukee Chapter’s 
“Secretary of the Year,” and her employer, William J. Grede, 
president of Grede Foundries, Inc. 

Dorothea had originally planned to be a teacher. Though 
circumstances forced her to give up the idea, she has never 
regretted the change, she says. 

She credits much of her success to the many years she spent 
doing routine, detailed and boring work. The trouble with 
secretaries today, she says, is that they all want to jump 
into top jobs without bothering to qualify themselves. And 
what is the good secretary’s most important requirement? 
Pure and simple—plain common sense. 


(BELOW) A crowd of over 600 attended the La Jolla, Cali- 
fornia and San Diego, California Chapters’ joint dinner 
recently. TV personalities headed the guest list. (Left to 
right) William Talman (District Attorney Hamilton Berger) ; 
Mrs. Pearl Barter, La Jolla Chapter president; Raymond 
Burr (Perry Mason); Mrs. Evelyn Preston, San Diego 
Chapter president. 


















































(BELOW) Fifth Annual Scholarship Winner, 
Margaret Schoone, right front, shows certificate 
to previous awardees of Allegheny Valley Chap- 
ter, New Kensington, Pennsylvania, chartered in 
1952 and numbering 30 members at the time. 
Pictured are (left to right, rear) Anna Marie 
Majercik of Apollo (1955) and Lois Jean Beigh- 
ley of Washington Township (1957); front, 
Dolores Valasek of Natrona (1956), and Miss 
Schoone of Tarentum. Not pictured is the 1958 
recipient, Maxine Busatto of Freeport. 

High School graduates of the Allegheny Valley 
area are eligible for this full-tuition secretarial 
scholarship to the Robert Morris School in 
Pittsburgh. 
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(LEFT) Members of the Miami, Florida Chapter were recently 
entertained by National Air Lines with cocktails and a dinner flight 
over eastern Florida. National’s president, Mr. George Baker, was 
the perfect host—even ordered a full moon for the occasion. Miami 
Chapter’s Neda Paquette and Lee Petit are National Air Lines 
secretaries. 















(BELOW) Mrs. Dorothy Comstock, chairman of the NSA Committee 
that organized and supervised 43 Norwalk and Stamford Chapter 
secretaries at the local headquarters of the First Tri-State Mental 
Health Telethon, is shown with her committee. Left to right, Gloria 
DiDo, Mrs. Comstock, Eva Russell and Ann D’Orso, all members of the 
Norwalk Chapter. 









Miss Marjorie Arbour 


About the Author — 

Miss Arbour is a graduate of 
Louisiana State University with a 
BA and an MA degree. She also 
attended the University of Southern 
California and Columbia University. 
In 1951 she became Editor of the 
Agricultural Extension Service News 
at L. S. U. and is at present the only 
woman in the United States to head 
an Agricultural Extension Editorial 
Office. Miss Arbour is the only 
woman to have been elected presi- 
dent of the American Association of 
Agricultural Extension College Edi- 
tors. 

She is known as an outstanding 
teacher in the field of mass communi- 
cations. She has taught various short 
courses on this subject at the Uni- 
versities of Arkansas and Tennessee, 
served on the journalism staff at 
L. S. U., and is the author of several 
papers on mass communications 
which are used as training aids in 
many states. 

Many regard communications as 
something new. 

It isn’t! 

Since the beginning of time men 
have communicated with each other. 
They used fire and smoke signals and 
various other attention attraction de- 
vices to communicate. 
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In 


Communications 


No words were involved. 

Back in the pre-Darwin days 
when monkey number one jumped 
to the branch where money number 
two sat, there was communication 
going on! When primitive man first 
started to protect his personal be- 
longings he used a stick or a stone 
to communicate to other anthropoids 
to stay in their own back yards. 

So, there’s nothing new about com- 
munication. 

You and I find ourselves in com- 
munication situations from morning 
to night. As we get out of bed we 
turn on the radio. What the weather 
report says helps us to decide what 
to wear. We take a look at the morn- 
ing paper over a cup of coffee. And, 
if we are interrupted our frowns do a 
powerful amount of communicating 
to the offenders. We jump into our 
cars and if we fail to stop at a stop 
sign .. . wh-e-e-e- that diabolical 
siren sounds. There’s great commo- 
tion! We don’t have to ask any one 
“Did I do wrong?” We’ve been com- 
municated with. 

You get to your office and the 
boss’s expression on his face might be 
labelled, “Life can’t be beautiful.” 


Irrespective of the cause, you get a 


pretty strong communication from 
him. You start stepping around, mak- 


ing sure you don’t make much noise. 


Talk by Miss Marjorie Arbour 
Baton Rouge Chapter, NSA 


You go to lunch. The waitress is 
sour on the world, which reminds 
me of the story of the man who went 
into the restaurant and looking into 
the face of the disgruntled waitress, 
said, “I’ll have two eggs and some 
kind words.” 


Presently the waitress returns, 
slapping the eggs down on the table 
gruffly, saying “Here’s (are) your 
two eggs.” Whereupon the man 
asked, “Well, where are the kind 
words?” Cuffing her hand over her 
mouth, she whispered, “Don’t eat 
them.” 


That’s communication. 

You go home. It’s raining. You can 
envision your men folks tracking mud 
into the house. You put down a door 
mat. Not a word is used. But when 
the men come home, do they fail to 
get your message and step over the 
mat? I bet they don’t! They get the 
communication and they scrape their 
shoes. 


And so the day goes. 


But what about you back at the 
office? You as a secretary—how do 
you operate in this intricate system 
of communication? Are you impor- 
tant? Tremendously so. You are a 
key person and you have great re- 
sponsibility. You can communicate 
positively or negatively or not at all! 
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The areas involved: in this flying 
of messages are legion. Let’s take 
your eyes, as communicators. Some 
poet has called the eyes the windows 
of our souls. Then, a great actor has 
said that the expression of the eyes 
can convey ideas, create impressions, 
and influence people possibly better 
than the spoken or written word. We 
won’t debate that point. But you 
will agree that the eyes can be vol- 
uble. Look back on your own ex- 
perience. Consider The Intelligent 
Eyes. They show that they are on 
the beam or they’re willing to get on 
the beam. Or The Understanding 
Eyes. Eyes that show sympathy of 
the problem or situation at hand. The 
Patient Eyes. The eyes that give the 
expression that there’s plenty of time 
to accomplish the task at hand. Or 
The Cheerful Eyes. The eyes that 
almost say, hello stranger, or hello 
friend, as the case may be. 


Yes, the eyes are great communi- 
cators. 
you have at hand is the tone of your 
Wait, now, I’m not talking 
about things that can’t be corrected. 


Another big communicator 


voice. 


Are you whiney? If so, quit it. A 
whiner never got to first base. If you 
whine you are communicating a great 
deal about how unpleasant you are. 
Check your tone. If you’re not sure, 
ask a good friend about it. 


Do you lisp? You don’t need to. 
There are innumerable courses of- 
fered in corrective speech. 


Are you timid? Do you virtually 
collapse when the boss speaks to 
you? Do you practically fall to 
pieces, lose all of your poise when 
you have to communicate with per- 
sons of import and celebrities? If 
you do, acquire self-confidence. Just 
keep telling yourself the people who 
frighten you are human beings just 
like you. There are no halos on the 
heads of people who live in a democ- 
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racy. Brace yourself. Meet the peo- 
ple with aplomb. 

Conversely, are you too gushy— 
too “Polyannaish?” Do you ooh and 
ahh over everything and everybody? 
The analogy we might use is that 
gushy people are like desserts that 
are too sweet. You can’t take much 
of them! So don’t gush. Be normal 
in your reactions. 


Do you have initiative—are you 
resourceful? In some situations there 
are no established rules. No laid 
out policies. This brings on a 
dilemma. Do you sit and bite your 
fingernails? Do you say abracadabra? 
or Hokus-Pokus? Do you use rabbit- 
in-the-hat techniques? Trying to de- 
cipher what to do. If you do, then 
your initiative and resourcefulness 
are lacking. 


Are you unfriendly—antagonistic? 
You may manifest these characteris- 
tics frequently over the telephone. 
How do you feel when the voice at 
the other end gives you a crisp, 
“Hello?” And then when you ask for 
your party you are told, “He’s not 
here. I don’t know where he went. 
I don’t know when he'll be back.” 
Don’t you feel dismissed? You got 
the communication and I’ll wager 
you are not impressed. 


Do you have a sense of humor? 
Frankly, life would be pretty difficult 
without a sense of humor. If you 
don’t have one, try to develop one. 
It’s fun. You’ll have to work at it, 
but once you gain it, you’ll feel re- 
warded. 


Doing things over and over again, 
showing persistence, reminds me of 
the story about the man who wanted 
to order more than one mongoose. 


He started: “Dear Sir: Please send 
me two mongeese.” Well, he didn’t 
like that, so he tore it up and tried 
again. “Dear Sir: Please send me 
two mongooses.” He liked that even 
less. So he tore that one up too and 


rewrote one that finally suited him. 
This was it. “Dear Sir: Please send 
me a mongoose. Oh, by the way, 
send me another mongoose.” Per- 
sistence paid off! 

In addition to your characteristics 
it might be well to consider your 
general demeanor. 


Be patient. Of course you may be 
interrupted by some inquiry and you 
are anxious to complete what you are 
doing, but don’t show your im- 
patience. 


Be tolerant. If someone ap- 
proaches you, he needs help. He has 
a problem, otherwise he wouldn’t 
seek you out. You may disagree with 
him . .. but remember Disraeli’s 
immortal words, “I may disagree 
with everything you say, but I’ll de- 
fend to the last your right to say it.” 


Be enthusiastic. Possibly one of 
the greatest attributes that a person 
can have is enthusiasm. “Nothing 
great is ever achieved without enthu- 
siasm.” 

Be helpful. Even though you had 
planned your time differently you’ll 
have to alter it some time to help 
someone. 


Be cordial. A warm smile is always 
the open sesame. “I’m glad you 
came” is the communication your 
manner should suggest. 

Be courteous. Don’t size up people 
and act accordingly. Be courteous to 
the butcher, the baker, the candle- 
stick maker. 


Few of us realize that when we are 
engaged in conversation with one 
other person that there are six peo- 
ple present: 

They are: 

The person you think you are. 
The person I think I am. 
The person I think you are. 
The person you think I am. 
The person you are. 

The person I am. 


That should be a sobering realiza- 
tion for all of us. 
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The KISS of DEATH 


(Before the Fourth Annual Mississippi 
Secretarial Institute, Jackson, Mississippi) 


@ In the past five working days, you 
or somebody in your office may have 
been directly or indirectly involved 
in: 


. mild to malicious gossip re- 
lating to a fellow employee, 


. violation of a business con- 
fidence, 


. needless worry about your 
own work or future with the firm, 
or 


. . . leaving work half done or 
undone. 


Most likely, there are one, two, or 
a few among your business colleagues 
who habitually contribute to discord 
and, consequently, inefficiency in 
your office organization. While ordi- 
nary reaction to such behavior is 
distaste, feeling can run deeper and 
management has great concern for 
intraorganizational frictions. 


Obviously, this is an unpleasant 
subject to discuss and none of us 
likes to admit its existence. Unfor- 
tunately, it is a problem from which 
almost no business is immune and 
the sooner we face up to it squarely, 
recognizing symptoms, probable un- 
derlying causes, and available reme- 
dies, the better off the business and 
that majority of loyal, dedicated em- 
ployees will be. 


Let it be conceded that most per- 
sonnel problems are the fault of man- 
agement—I believe so and as a busi- 
ness person having management re- 
sponsibility, I realize I have not 
always measured up to solving these 
personnel problems effectively. There 
seem to be two negative ways in 
which management tries to cope with 
the trouble-making employee: First, 
there’s the pink slip and final pay- 
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by Rowland B. Kennedy 


Executive Secretary 
Mississippi State Medical Association 


check. Secondly, the whole thing is 
ignored. In either case, as a physi- 
cian might say, the disease has been 
treated symptomatically, not defini- 
tively. 

Let’s take a for-instance: The PBX 
operator doesn’t like the assistant 
bookkeeper. The reason, however 
deeply rooted or mildly superficial, is 
ultimately unimportant because the 
consequences of a war have no pro- 
portionate relationship to who started 
it or why. Usually, difficulty begins 
directly between the persons in- 
volved. There are the snippy re- 
marks, the “good morning freeze- 
out,” and the other person-to-person 
slights and digs. 


But soon each is compelled to 
choose sides among fellow employees 
and the infection can spread. What 
begins as a personal situation be- 
tween two people can conceivably 
bring about general disintegration of 
office morale. 


Then there’s the office gossip. He 
or she seems ready to give all lis- 
teners stories ranging from poor 
tastes in millinery up to her suspi- 
cions that the sales manager is an 
embezzler. Like addiction to nar- 
cotics, the gossip habit grows and the 
unfortunate merchant of malice in- 
evitably becomes his or her final vic- 
tim. But, as a sad footnote, not until 
some hapless soul has been damaged, 
usually innocently. And a second 
footnote: Those who give ear are 
hardly better than the gossiper. 


Another demolition expert is the 
key person who just cannot keep a 
business confidence. Naturally, it is 
necessary for the secretary to the 
executive vice president to know 
about plans for a plant relocation, the 


new salary schedule, or even a deli- 
cate situation involving a top execu- 
tive. In some instances, the rest of 
the organization soon knows it, too, 
via such reliable mass communica- 
tions media as the coffee bar, the 
restroom conference, and the lunch 
hour. 


Still others who are as devoid of 
malice as a one-day-old infant be- 
have with the same degree of re- 
sponsibility as their comparison to 
innocence. They conduct long per- 
sonal telephone conversations, arrive 
last if not late each morning, ask 
their supervisor for permission to 
leave early, and generally consider 
the thirty-five to forty hours spent 
weekly in the office as an intensely 
boring but apparently convenient 
way to garner their share of the coin 
of the realm. 


And others are familiar figures. 
The chronic worrier, the employee 
who enjoys poor health, the know-it- 
all, the perpetual complainer, and 
even the overly solicitous. None en- 
joys real confidence from fellow em- 
ployees or management and, worse 
yet, none is really happy with him- 
self. 


To know and understand the real 
underlying causes as relate to of- 
fenders themselves, we need the 
psyhciatrist, industrial psychologist, 
management consultant, and _ suffi- 
cient time to consider each case in- 
dividually. With none of these read- 
ily available to ordinary business 
situations, the problems must be met 
by management and key people. 
When possible, the situation should 
be corrected by assisting those in- 
volved. Where this fails after dili- 
gent and patient effort, the recourse 
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is obvious, because the business must 
survive. Somebody’s got to go. 


The experienced business person 
can recognize personality conflict. 
Two otherwise fine people sometimes 
just cannot hit it off so why have 
them both in the same department? 
Each of us has his personal prejudi- 
cial viewpoint and pet peeve, and 
we’re told that this personality char- 
acteristic is the rule, not the excep- 
tion. 


Deep personal dislike and hatred 
are more difficult to deal with in busi- 
ness situations. Accordingly, they 
call for more drastic measures, sug- 
gesting their unfortunate victims 
need real help. More often than not, 
a dressing down or call on the carpet 
makes matters worse, especially when 
the supervisor deals harshly and un- 
sympathetically with the problem. 
Then hatred can be extended to an- 
other target and the matter is worse, 
not better. Supervisory personnel 
must exercise tact and care in deal- 
ing with offenders. 


Jealousy is a senseless, destructive 
cancer wherever it is found, and can- 
cer in a curable state sometimes re- 
quires radical surgery. The secre- 
tary to the president may become 
fair game for gossip and slander for 
no better reason than her genuine 
qualifications for the key job she 
holds. The less competent and less 
advantageously situated fellow em- 
ployees may single her out simply 
because malignant envy of her un- 
assuming ability makes them feel 
their own inadequacies. 


And the overly-ambitious can be 
jealous, too. On occasion, we ob- 
serve the employee who cannot get 
to the top fast enough and is, there- 
fore, willing to use whatever fair or 
foul means are available in making 
the climb up the ladder in a hurry. 
Now we not only admire but almost 
demand ambition in employees, but 
when some Caesar feeds upon a meat 
making him too great too fast, his 
fellow men reach for the knives. 


As with other excesses, ambition 
wrongly directed may assume the 
shape and size of jealously, to the 
anguish and discomfort of all. 


Some youngsters in their first full- 
time jobs experience understandable 
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difficulty in adjusting to business life. 
Immaturity per se is no sin but fail- 
ure to grow up in good time—all 
things being equal—raises questions 
as to personal industry, diligence, 
and interest in the job. Youth is 
usually an ingredient in the com- 
pound of immaturity. Happily, a 
majority of younger employees are 
eager to make the most of a good job 
opportunity and prove their temper 
in the heat of early business ex- 
perience. 

Before someone decides that I am 
chairman of the committee against 
the young employee, permit me to 
point with unabashed pride that 
three top people in our office organi- 
zation are each under age twenty- 
five. One assists me in management 
responsibilities while supervising dif- 
ficult planning and organizational 
tasks; another carries out duties in 
personnel administration, supervises 
accounting, and manages our IBM 
data processing center; while a third 
directs a million-dollar-a-year medi- 
cal care plan. Not only are they 
figuratively old hands at their jobs, 
they’ve made the most of opportu- 
nity to learn and do. 


Effects of personality conflict, gos- 
sip, secret-spreading, irresponsibility, 
fear, jealousy, and all those things 
which make relations among business 
colleagues difficult sooner or later 
show up on the corporation’s finan- 
cial statement. But that is not the 
worst of it: A good businessman 
recognizes people are the most im- 
portant quantity with which he deals 
—they are more important than the 
insurance he sells, the soap he makes, 
or the money he lends. 

Many of us have mild, subclinical 
cases of these business diseases which 
are easily curable when accurately 
diagnosed and treated in early stages. 
We can do a great deal for ourselves 
by reflecting seriously upon our pet 
peeves, situations in which we feel 
that grave injustice has been done us, 
and exactly why we persist in speak- 
ing harshly of another or violating a 
confidence. We can find that which 
is good and admirable in almost any- 
one we criticize because it is just not 
the property of the prince to damn 
the pauper. 

Gossip is a manifestation of nat- 





ural curiosity on the loose. If the 
fence of restraint is kept in good re- 
pair, there is no difficulty in keeping 
this peculiar animal corralled. Peo- 
ple seem inclined to regard the gossip 
as a sort of traitor to humanity and 
even those who seek the mischievous 
message have little regard for the 
bearer. 

Some folks just cannot keep a 
secret. Perhaps they disclose confi- 
dences reposed in them to demon- 
strate their own importance by hav- 
ing possession of the information. By 
telling the secret, they apparently 
enjoy the temporary satisfaction of 
having let someone else on the inside. 

But if this behavior be their best 
demonstration of personal achieve- 
ment, they are unworthy, indeed. 
Imagine how much greater the satis- 
faction of having maintained the con- 
fidence and knowing in your own 
heart you were worthy of the trust in 
the first place! And, whether we ad- 
mit it or not, we know when we are 
unworthy just as surely as we know 
our names. 


Fear makes us behave strangely. It 
can drive a person to desperation and 
distort perspectives. Apparently the 
greatest fears in the office situation 
are those of failing to gain advance- 
ment, having good work go unrecog- 
nized, or simply fear of loss of status 
or job. Generally, fear and worry are 
interest payments on money you 
haven’t borrowed. Talk it over with 
yourself or, better yet, with your 
supervisor. You'll find it was foolish 
to be afraid. 


But management has responsibili- 
ties first and last in preventing and 
resolving personnel problems where 
human relations become strained and 
difficult. Obviously, the initial step 
is proper personnel selection but you 
cannot always judge a race horse in 
the paddock. New employees must 
be oriented and indoctrinated. They 
are entitled to know what they are 
expected to do, their chances for ad- 
vancement, and what they are con- 
tributing to the team effort. 


Job assignments must be clearcut 
and understood. Sufficient communi- 
cation and rapport between employee 
and supervisor are essential. And job 
assignments, employee performance, 
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and supervision must be reviewed 
and evaluated periodically by appro- 
priate management authority. 

Most recitals of employee virtues 
are like those little cards which drop 
out of penny scales certifying the 
customer is loyal, trustworthy, gen- 
erous, honest, and weighs 159 pounds. 
Very few people possess all these 
marvelous traits and few should be 
expected to have them. Human na- 
ture being what it is, people will 
most likely confound all effort to 
classify them in neat little pigeon- 
holes. 

On the other hand, victory over 





personal handicap is meaningful, 
representing. real achievement. We 
owe it to ourselves and to the busi- 
ness enterprise with which we iden- 
tify ourselves to strive for self- 
betterment. 

Should you be tempted to repeat 
a juicy morsel of gossip, first ask 
yourself if at any time you have been 
guilty of the sin you are about to 
assess to another. 

If, when about to reveal a confi- 
dence, inquire in your own heart as 
to whether you are ready for the 
world to know your entire personal 
history. 


If the job seems senseless, ask 
yourself just what it takes to make 
a touchdown. In the answer, you will 
find there are guards and tackles as 
well as quarterbacks. 

And if there is a fellow employee 
who is thoroughly distasteful to you, 
seek the real reason for the trouble— 
it may be you, not she. 

Finally, take a charitable view of 
all such offenders—hard as it is to 
do—recognizing that you owe it to 
yourself and the business to help 
others. 











Three members of the Buckeye Chapter discuss the Secretarial ienaten Training Program with Goodyear Atomic Cor- 


poration management. Left to right, seated, are Judith Ray, “apgene | services subdivision; D. 
trial relations division; Janet Forsyth, general manager’s office; and D 


Doner, manager, indus- 


. H. Francis, General manager. Standing, left to right, 


are L. E. Fuller, superintendent, personnel services subdivision; H. McClelland, supervisor, training department; and Gene- 
vieve Gundlah, safety and fire protection subdivision. 


The Goodyear Atomic Corporation, 
Waverly, Ohio, is taking an unusual interest in its 


located at 


courses leading to a college degree, or to assist em- 
ployees on technical assignments. 





secretarial employees. Through some of its employees 
who are members of the Buckeye Chapter, Portsmouth, 
Ohio, its top management became aware of the Cer- 
tified Professional Secretary program. 

Recognizing the educational value, as well as the 
morale benefits of this program, the company took 
steps to develop a training program designed to assist 
prospective applicants to earn certification. The course 
was included in Goodyear’s Educational Assistance 
Program, which is an after-hours program designed to 
provide financial assistance to employees taking 
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The company refunds tuition for courses taken at 
or through colleges and universities and, in addition, 
has an arrangement with Ohio University, Athens, 
Ohio, to teach certain courses on the plant site. 

This training program is not limited to those intend- 
ing to take the CPS examination. However, students 
are receiving instruction in all six subjects covered by 
the CPS test. Forty-nine persons are taking advantage 
of this unusual educational opportunity. The company 
is to be commended for recognizing the importance of 
a well-trained secretary. 
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CPS Study Outline 


(Part Two in a Series of Six) 


SECTION V 
SECRETARIAL SKILLS 


The purpose of this section of the 
examination is to test your ability to 
use the skills needed by a secretary 
in recording and transcribing dicta- 
tion, in preparing typed copy of 
various kinds, in using good English, 
and in exercising judgment. 


This section consists of such ac- 
tivities as taking dictation in short- 
hand and transcribing, proofreading 
and making corrections, addressing 
envelopes, composing letters or other 
materials, detecting errors in typed 
materials, typing from rough draft, 
setting up materials in tabular form, 
alphabetizing, arranging and typing 
business reports, and typing other 
business papers. The examination 
measures judgment as well as pro- 
ficiency. 


Points will be deducted for each 
error made, the amount of the deduc- 
tion depending on the seriousness of 
the error. Ordinarily, the examina- 
tion is so long that some candidates 
will not complete it. Although added 
quantity gives opportunity for addi- 
tional points, quality should not be 
sacrificed. 


The test is given in a classroom 
environment. Dictation is taken by 
all candidates simultaneously. Each 
candidate will then transcribe her 
notes and proceed with other parts of 
the examination according to in- 
structions. 


In reviewing for this section, it 
might be well to take timed dictation 
ranging up to 120 words a minute in 
order to be prepared for the speed 
spurts in the “office style” dictation 
given in the examination; study the 
various business forms mentioned 
above as illustrative of the content 
of the examination; and examine 
your own tendencies in the applica- 
tion of English usage when transcrib- 
ing. 
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Item 2—Dictated Letter (Continued from Page 11) 





WOLVERTON HOTEL 
Kansas City, Kansas 


May 2, 1959 


Mr. Robert J. Black, President 
National Engineering Association 
1825 Emporia Street 

Wichita, Kansas 


Dear Mr. Black: 


I contacted the manager of the local theater, as you requested in your 
letter of the 19th of April, to inquire about the special attractions that 
are scheduled during the time of your meeting. I received a letter 
yesterday indicating that three outstanding plays have been scheduled: 
specifically, "Easter Parade," "No Time for Sergeants," and "Who Were the 
Children's Fathers?" 


Mr. Henry C. Butler, who is director of scheduling, indicated that one of 
these outstanding plays--I do not know which one--will begin the first week 
of June. Mr. Butler further indicated that every play will have a three- 
or a four-night performance and that a sufficient quantity of desirable 
tickets will be available for your convention delegates. 


The short, rather interesting report which was prepared by my two 
assistants answers the questions you raised about convention facilities 
and services at the Wolverton. Therefore, a copy of that report will be 
mailed to you on Saturday. Copies will also be mailed to Mr. Smith, your 
program chairman; Mr. Jones, your publicity director; and your secretary, 
Miss Brown. 


If any of your delegates prefer air transportation, the enclosed pamphlet 
will be helpful. 


We are pleased that your group chose the Wolverton as the site for your 
annual summer meeting, and we are looking forward to offering you our 
excellent services at that particular time. 


Sincerely yours, 


Karl M. Martin 
Convention Manager 
KM: or 
mnel. 





Item 3—Dictated Letter 





WOLVERTON HOTEL 
Kansas City, Kansas 
May 2, 1959 


Mr. Thomas E. Jackson, Executive Secretary 
Industrial Minerals Corporation 

1135 Oklahoma Avenue 

Hastings, Nebraska 


Dear Mr. Jackson: 


We are most desirous of being host to the Industrial Minerals 
Corporation in the autumn of 1960 and are tentatively reserving 
seventy-five bedrooms for the dates you requested. 


As you recall, Kansas City is a very convention-minded city; 
and our hotel will have the opportunity of playing host to several 
other notable organizations during October and November. Even 
though another group of about 150 delegates will convene at the 
Wolverton simultaneously with your convention, you can be assured 
of adequate accommodations. Our affiliated property, the Hotel 
Hamilton, would afford additional accommodations if you should 
require them. 


We are sure that we have sufficient meeting rooms and banquet 
facilities to take care of all your requirements. It is customary 
to set aside two parlor suites on a complimentary basis for the 
president and the executive secretary. We shall, however, trans- 
fer these reservations to any other officers whom you ‘may wish to 
designate. Write us if you desire to make any changes. 


I shall appreciate, Mr. Jackson, your writing me at your 
earliest possible convenience. 


Sincerely yours, 
Karl M. Martin 


PY: Convention Manager 
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Item 5—Composed Memo 





DIRECTIONS: Compose an interoffice memorandum from Mr. Martin on the basis of the 
following instructions and type it in memorandum form with the appropriate number of 
carbon copies 


Write to the reservation clerk of the Wolverton Hotel and to the manager and the 
reservation clerk of the Hotel Hamilton and tell them to reserve space that will 
be needed for the Industrial Minerals Corporation. That convention is scheduled 
for October 30 through November 2, 1960. 


Reserve 23 double rooms with twin beds. 

Reserve 22 rooms with double beds. 

Reserve a parlor suite for the president of the organization 

Reserve a parlor suite for the executive secretary of the organization. 
Reserve 31 single rooms. 


As you do not know how many rooms have already been reserved for another 
conference on these dates, you should instruct the reservation clerk of the 
Wolverton Hotel to make arrangements with the Hotel Hamilton for the number 
of rooms that should be reserved there. You are certain that some of these 
rooms must be reserved at the Hotel Hamilton. 


Special rates will be made for these rooms. 


The rate for each double room with twin beds is $11 a day. 
The rate for each room with a double bed is $10 a day. 
The rate for each single room is $7 a day. 

No charge will be made for the parlor suites. 











Item 8—Table 





DIRECTIONS: Rearrange this report in table form to show clearly the comparison 
of average costs of meals served convention groups and other guests at the 
Wolverton during ,1958. Use an appropriate title. Make one carbon copy. 


Convention Groups, Breakfast: (dollars and cents) 
January .98; February 1.03; March .96; April 1.11; May .93; June .91; 
July .94; August .98; September 1.01; October 1.03; November 1.06; 
December .97. 

Other Guests, Breakfast: 
January .94; February .96; March .98; April .99; May 1.04; June .94; 
July .93; August .97; September 1.06; October 1.08; November .97; 
December .97. 


Convention Groups, Lunch: 
January 2.14; February 2.45; March 2.37; April 2.41; May 2.39; June 2.31; 
July 2.13; August 2.19; September 2.39; October 2.46; November 2.6]; 
December 2.37. 

Other Guests, Lunch: 
January 2.31; February 2.00; March 2.26; April 2.57; May 2.46; June 2.31; 
July 2.21; August 2.20; September 2.31; October 2.37; November 2.40; 
December 2.36. 


Convention Groups, Dinner: 
January 2.95; February 3.41; March 2.71; April 2.89; May 3.00; June 2.96; 
July 3.01; August 2.81; September 2.79; October 3.08; November 3.39; 
December 2.97. 

Other Guests, Dinner: 
January 2.87; February 2.98; March 2.80; April 3.01; May 2.97; June 2.91; 
July 3.06; August 2.95; September 2.83; October 2.87; November 2.7]; 
December 2.69. 











THE SECRETARY—November, 1959 


Item 6—CPS Examination for 1959—Report to be Edited 
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DIRECTIONS: ‘The following is an uncorrected draft of a brochure describing the services 
of your hotel. Make all changes that are necessary to correct the misspelled words, 
punctuation errors, and errors in grammar or diction. Change wording only when a change 
is necessary to correct the error. Then type your corrected daft of the brochure in good 
form. 


SPECIAL FACILITIES FOR FAMILIES 


Realizing that many men like to take their families on convention trips, this 
article has been prepared for mailing to people who have made reservations to 
attend a convention at the Wolverton. Many of the special services are discribed. 


Living Accommodations 
In addition to the especially-attractive rooms and suites that are available at 
the Wolverton, apartment houses maybe reserved for the families. The occupants 
of these apartments can cook their own meals; or, if they prefer, they can eat in the 
dinning room or in anyone of the many conveniently located restuarants and have the 
meals charged to their hotel accounts. Guests are undoubtably familiar with 
similar proceedures that are followed by other hotels. All the apartments are 
spacious and thoroughly-cleant The windows are washed everyday, and the maids 
also run the vacume cleaner over the carpets every day. The rates range from 
fifteen dollars to $22.00 per day. 
Baby Sitters 
Capable baby sitters and chapherons can be hired at reasonable rates. Be- 
cause most all parents are interested in these kindsof services, this hotel maintains 
a list of reputable people. Some adults who’s names are included on the list will 
care for small children any hours of the day for rates ranging from 75¢ to ninty 
cents an hour. Also available is a number of well-trained compentant nursery 
school teachers who takes care of small children in groups of eight to twelve. 
Never will these teachers agree to take less than eight children at one time. Be- 
cause.these women have invested several hundred dollars in modern up-to-date 
equiptment, they realize that taking less than eight children at one time would not 
enable them to earn a sufficient return on their capitol outlay. They also feel that, 
providing all the children in the group of eight to twelve have a chance to play with 
each other, these teachers work is lessoned enough to justify their low rates of $.60 
an hour. Actually, the principle reason they require a minimum number of eight 
is that their method of handling the children enables them to care for 12 as easy as 
they can care for four. The address that should be used when mailing reservations 
for these services is 
Wolverton Nursery School 
1 Wheat Lane 
Kansas City, Kansas 
Beauty Parlor 
Wives of convention personnell like the beauty parlor that is located in the 
Wolverton. The manager, together with her assistant and receptionist, are all 
ways able to reccommend a variety of hair styles and types of make up that is 
most appropriate for the customer. The assistant and receptionist is able to give 
expert advise on types of make up. For example, if the customer is a fair skinned 
person, a type of makeup will be suggested for her that is different than that suggested 
for a dark complected person. Every employee realize that this beauty parlor is 
patronized by the highest caliber of customers; therefore, every one who works in 
this establishment is quiet happy with their work. 


Television Contests 

Many of the women who accompany their husbands to Kansas City during the 
Spring and summer will want to participate in the contests that are sponsored by a 
local cooking school on Tuesday's and Thursday's. Four women will be chosé from 
the audience to make-up two pairswho will be asked for decisions concerning various 
types of recipes. Each pair will be allowed a few minutes to discuss these recipes 
amoung themselves before presenting a joint decision. These joint decisions will 
require less time than would the consideration of each decision. If the audience 
give their unamious vote for one pair, those women will receive a weeks free trip 
to California. If, however, the audience are not in agreement as to whom made 
the best decisions, each of the twelve women will only receive $50 as a prize. 


Rental Cars 

One of the most popular forms of entertainment for wives of convention guests 
are taking sightseeing trips. If guests who do not drive to Kansas City would like 
to rent a car, they can rent the car of their choice from Smitn’s and White's rental 
agency. By presenting her hotel registration slip to the attendent, the guest promptly 
is assigned one of the many late model cars that is ready to take her on her journies. 
When the car is returned, the attendant gives it an overall examination to make sure 
that no legal questions-:can be risen because of an accident. The driver, as well as 
the car, are fully insured. If the driver should have an accident, she is relieved of 
all obligations as soon as she has lain the facts before the owner. When this is 
done, everything is dllright. Never is the driver suspicioned of falsfying accounts 
of accidents. Mr. Smith and Mr. White are completely trustworthy, and a driver 
should not object to them asking routine questions about accidents. Either Mr. 
Smith or Mr. White are available by telephone when not on duty. Irregardless of 
the type of car the person chooses, that type is available at a rate she can afford 
to pay. Rental rates are shown in the following table 


Make of Car Rate per Mile Minimum Charge 
Chevrolet $.12 $2.50 
Plymouth 12 2.50 
Buick 18 3.40 
Cadillac .23 6.75 
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Participate in Historical 
Cbbealion 


Albany, New York Chapter was 
one of nine civic and service organi- 
zations sponsoring The Pageant of 
Nations at the Hudson-Champlain 
Celebration in September. A cast 
of 500 sang and danced in native 
costumes, featuring nationalities 
which have contributed to the his- 
tory of Albany. 


Book Exchange 


Getting ready for long winter eve- 
nings, Hamilton District Chapter, 
Hamilton, Ontario, collected un- 
wanted books from their members 
and held a book sale at a monthly 
chapter meeting. 


Cuil Defense Austslance 


Members of the Horse Shoe Falls 
Chapter, Niagara Falls, Ontario, 
recently met with the County Co- 
ordinator and Director of Civil 
Defense to learn how they could 
help the civil defense program by 
taking notes, transcribing, and dis- 
tributing proceedings of the meet- 
ings of top civil defense personnel. 


You May Ep Sanit oo 
You Think! 


So says the Education Committee, 
Sacajawea Chapter, Seattle, Wash- 
ington, to secretaries who have not 
taken the CPS examination, and to 
those who have taken the examina- 
tion but have one or more sections 
to pass. 


Rehabilitation 


Mental patients at the Werners- 
ville State Hospital were given steno- 
graphic instructions by members of 
Pagoda Chaper, Reading, Pennsyl- 


vania. A guide for instruction was 
“The Reference Manual for Stenog- 
raphers and Typists.” 


Dust a Moment! 


In Trentonette, the Trenton, New 
Jersey Chapter asks the question, 
“Before You Sign Your Letter . 

Is It Concise?” Then they give this 
good advice: “Don’t bother to men- 
tion receiving a letter when you 
reply. Don’t rehash your reader’s 
letter. Get into the subject of your 
letter in the first sentence. Have 
your say—then stop.” 


Leadership is Vo Maystery! 


According to Trail Dust, the mem- 
bers of Oregon Trail Chapter, Port- 
land, Oregon, feel that leadership 
is no mystery. Leaders are not 
born, they are simply men and 
women who have learned successful 
ways of dealing with people. Among 
the techniques to be used in be- 
coming a leader, they suggest: Stay 
off a pedestal—high hat is out of 
style in human relations. Let 
people feel successful; let them 
know when they do a _ good job. 
Listen to grievances. Set encourag- 
ing examples. Remember _ that 
people never stop being human— 
don’t try to make them just another 
piece of equipment. 


Smiles 


The Cog Road, Pikes Peak Chapter, 
Colorado Springs, Colorado, prints 
this thought-provoker: 

Natives who beat drums. to 
frighten evil spirits away are ob- 
jects of scorn to smart Americans 
who blow horns in traffic jams. 


A Dot on Comune Tape! 


West Virginia Division News, re- 
ports that according to an Associ- 
ated Press Report, we will be a 
magnetic dot on a piece of tape 
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in 1960, somewhere in the Census 
Bureau. In the 1959 census, we 
were a hole in a punch card—but 
that is “old stuff” compared to the 
gleaming new electronic brains dis- 
played recently by the Census 
Bureau. The entire population of 
the United States can pass in re- 
view at the rate of about 2,000 
persons per minute and come out 
tabulated by sex, race and age. 
The machines are just as_ perfect 
as can be with human beings around 
—let’s hope they are never more 
perfect. 


And best” 


According to Caribbean High- 
lights, San Juan, Puerto Rico Chap- 
ter, there are three kinds of people: 
The few who make things happen; 
the many who watch things happen 
and then the big majority who 
have no idea what happened! 


Making Better Members 


S Bar M Chapter, Salinas, Cali- 
fornia, will pay annual dues of the 
member accumulating the most 
Achievement Award. points during 
the year and San Fernando Valley, 
California Chapter will give a 
“Most Valuable Member” award. 
No doubt the winners are members 
who would have participated whole- 
heartedly in the chapter program, 
but it is nice to know that work 
is appreciated by your chapter. 


Ch inese Preverk 


“Tf there is righteousness in the 
heart there will be beauty in the 
character. If there be beauty in the 
character, there will be harmony 
in the home. If there is harmony 
in the home, there will be order 
in the nation. When there is order 
in the nation, there will be peace 
in the world.” The Buzzer, Tire 
Town Chapter, Akron, Ohio. 
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BU. codmobile P, rogram 


Keeping the card system up to date 
on donors to the Red Cross’ Blood- 
mobile Program was the year-around 
project of Kewanee, Illinois Chapter. 
According to The Coffee Break, this 
work was done in the evening, one 
to two nights a month, with four 
to six members working. 


Anniversary P. articipation 


Members of the Lorain, Ohio Chap- 
ter kept busy recently helping 
with the 125th Anniversary of their 
town. They took part in the pageant, 
riding floats in the parade and as a 
part of the activities of the Civic 
Committee, helped to prepare a float 
for the Lorain Safety Council. 


ae You jae Your 
em Meubers? 


The president of Queens County 
Chapter, Jamaica, Long Island, New 
York, asks this question: “How Well 
Do You Really Know Her? Sit down 
with the roster and go through the 
list and see how many faces you can 
mentally recall. Do you know the 
name but cannot place the face? Do 
you know the face but fumble for the 
name? Let’s determine to get to 
know each other better and seat our- 
selves next to the member we do 
not know so well.” Secretarichat. 


Mens R. lations 


In Noteworthy Notes, the Galves- 
ton County, Texas Chapter calls our 
attention to words. Five most im- 
portant words—“I am proud of you.” 
Four most important words—““What 
is your opinion?” Three most im- 
portant words—“If you please.” Two 
most important words — “Thank 
you.” Smallest word—“T”. 


Can You - oon Yes? 


On the first birthday of the Brazoria 
County, Texas Chapter, their presi- 
dent poses these questions for mem- 





bers: Have I made a diligent effort 
to attend monthly chapter meetings? 
Have I attended committee meetings 
and performed assignments given 
me? Have I put forth every effort 
to participate in the activities of the 
chapter? What can I do to add to 
the growth and improvement of our 
chapter? Some things which mem- 
bers can contribute: complete co- 
operation in all undertakings; loy- 
alty—treliable and never-failing; con- 
sideration and kindness; thoughtful- 
ness, conscientiousness, patience with 
plans or projects that do not please 
you; faith and confidence in the As- 
sociation and in your chapter; will- 
ingness to serve and be proud of 
your membership in NSA. 


we 2 i » #8. 
Chto Minded! 


Webster says the word “civic” re- 
lates to a citizen or a city or to 
citinzenship or civil affairs.”” What 
does this word mean to you person- 
ally? Do you picture yourself drop- 
ping a dime in the March of Dimes 
container? Or perhaps you see your- 
self dropping coins in the kettle of 
the Salvation Army Lassie at Christ- 
mastime. 

Notes and Quotes, Middletown, Ohio 
Chapter continues on the subject of 
civic affairs, by suggesting that as 
a busy career woman with family 
obligations you probably think, “I 
haven’t time to think about it, so 
how can I do anything about it?” 
Don’t forget you are a citizen every 
hour of every day! You are leaving 
your imprint all the time on every 
person, place and thing you contact. 
What kind of citizens go daily down 
the street, leaving a waste paper trail 
behind them? Waste paper cans on 
the streets are put there with your 
tax money for your convenience and 
if you use them it will take less of 
your tax money to clean up the 
streets. If personal relations and at- 
titudes in our offices are important 
—and as secretaries we believe them 
to be—then is not our civic attitude 
important? 
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AN INTERESTING PROGRAM 


In April 1960 the Eighteenth De- 
cennial Census of the United States 
will be taken in every section of the 
country. Since women, in large part, 
will be the ones asking and answer- 
ing the questions, they will probably 
be interested in learning how their 
answers are used, in finding out what 
is entailed in preparing for a Census, 
and in previewing what they are to 
be asked. 

The Bureau of the Census has pre- 
pared an interesting and informative 
talk designed to be given as a whole 
or in selected parts to women’s 
groups. 

Members of civic organizations, 
garden clubs, PTA’s, church circles, 
service clubs, sororities — represent- 
ing a cross section of women’s in- 
terests—have sent in requests for the 
talk. 

To secure this material for your 
chapter—it is free—send your re- 
quest to the Public Information Office, 
Bureau of the Census, Washing- 
ton 25, D. C. Ask for the “Women’s 
Club Kit.” With your name and 
address, please give the name of your 
chapter, and the approximate number 
of persons who will probably hear 
the talk. 





If you have not received your copy 
of THE SECRETARY by the 25th 
of the month of issue notify the Cir- 
culation Department. 


REQUEST FOR ADDRESS OR NAME CHANGE 
FOR MAGAZINE MAILING 


Former Name 
New Name 


Chapter 


New Address 


Please mail to: The National Secretaries Association (International) 
1103 Grand Avenue, Kansas City 6, Missouri 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
Former Address 
| 
| 
| 
| 
| 
| 
| 
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CPS QUICKIE QUIZ 


This space is being released this 
month in order to permit reproduc- 
tion of some of the items taken from 
the 1959 Secretarial Skills section 
of the examination. Candidates may 
use these items as practice material 
in reviewing for this section of the 
examination. 





CPS EXAMINATION 
DEADLINES 


DECEMBER 1 


Final date on which applications 
addressed to the Qualifications Com- 
mittee will be accepted. This affects 
all new applicants. 


FEBRUARY 1 
Final date for acceptance of re- 
take fees. 
DEADLINE FOR NEW 
TAKE FEES 


Ten days after date of letter from 
Qualifications Committee chairman 
stating that the applicant has been 
accepted and is qualified to take the 
examination. 


FEBRUARY 20 


Final date for withdrawal from 
the examination with full refund. 
Later withdrawal will mean partial 
forfeiture of fees. 


MAY 6 AND 7 
CPS Examination. 


DIRECTORY CHANGES AND 
ADDITIONS 


Wings Chapter 

Dayton, Ohio 

Mrs. Elizabeth Beard, First Vice 
President 

207 W. Martindale Road 

Union, Ohio 


Lomond Chapter 

Ogden, Utah 

Mrs. Freda Knifong, President 

386 Harrison Blvd. 

Ogden, Utah 

Mrs. Eleanor Smith, Vice President 
532 Fifteenth Street 

Ogden, Utah 


Alabama Division 

Mrs. Martha Davidson, First Vice 
President 

1706 7th Avenue East 

Tuscaloosa, Alabama 


Frankfort Chapter 

Frankfort, Kentucky 

Miss Kitty True, President 

60 Blade Avenue 

Frankfort, Kentucky 

Mrs. Agnes S. Wheat, Vice President 
119 W. Todd Street 

Frankfort, Kentucky 


Mrs. Olga C. Risk, Corresponding 
Secretary 

902 Hoge Avenue 

Frankfort, Kentucky 


Mrs. Eileen J. Purdy, Recording 
Secretary 

411 Logan Street 

Frankfort, Kentucky 


Mrs. Ann B. Waits, Treasurer 
30 Clover Drive 
Frankfort, Kentucky 


Tucson Chapter 

Tucson, Arizona 

Miss Margaret Hernandez-Colon, 
President 

3030-B North Castro Avenue 

Tucson, Arizona 


Mexico City Bilingual Chapter 

Mexico City, Mexico 

Installation: November 7, 1959 

Miss Guadalupe Landerreche Obregon, 
President 

Andes No. 520—Lomas de Chapultepec 

Mexico 10, D. F. 

Mrs. Aurora A. de Corona, First Vice 
President 

Articulo 123 No. 129—Dept. 109 

Mexico, D. F. 

Miss Delia Rodriguez, Second Vice 
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Dear Sir: 
Your secretary notices that the tyre is grovine faint. 
But there ere letters to set out and no time to undertake 


the long, tiresome job of putting in the new ribbon and then 
washroom to scrub tuc ink orf her hands. 














Dear Sir: 


If your secretary had a new Royal Standard, she could change 
ribbons in nine (9) seconds and never touch the ribbon because 
Royal has the Twin-Pak ribbon changer. 


Makes sense to turn in those old slow-poke machines on 
advanced new Royals. Doesn't it? 








ne 


New Secretary? 
NO-New Royal! 














® 
ROYAL standard 


World’s Number One Typewriter 


A PRODUCT OF ROYAL MC BEE CORPORATION, THE WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 





(<4 
Somewhere, some way, 


Sometime, each day 


Ill turn aside and 


Stop to pray” 








